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YOU BRE INVITED TC ATTEND AND PARTICIPATE IN . . .

The Seventh Arnual Office Mansgewent Training Conference
&t the
University of Mearyland

. November 11, 12, 13, 1954

hY

Conference Thems:
"SMAT CosT"

ﬁystem ith fpplied Theory Creates Office Saving "‘I'ﬁmm)

Conducted Jointly
by the
College of Busipess and Public Adminletration
and
All Chapters in Area III,

National Office Menagement Associeticn (NOMF.\,

(Complete information in printed form will be availeble October 1, 1954%)
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PROCEIRIRE

The program will run Thuvsdey, Novesber 11, through Saturday A.M.
November 13, from $:00 A.M. to L:bs P.M. Each full-time enrcllee will
be given five sessions by speakers of national prominence in their
respective flelds.

A formal prescniation of the tople will be made at each session
with an opportunity for questioning the spesker from the floocxr. After
which the attendecs will assemble in emall round-table groups to discuss
cases pertinent to the topic undeyr consideration. The speaker will
follow the consideration of tbe cases with e sumary of the efforis of
the round-table aroups.

The progrem hes been desligned so as to acquaint the enroliees
with modern techniques in keeping office costs st 2 minimun snd will
be presented in & mannexr such as to permit lmmediate epplication io
their own orgsnization.

THIS CONFERERCE I3 DESIGNED FOR:
® Mauagers of Activities Involving Paperwork
z Office Manegers ox Supervisors
z Industrisl Engineers
B Methods and Procedure Analysts
@ Systems Anmlysts
Enrollment will be limited so ms to permit through tbe round-teble

discussions effective participation and allow & full discussion of all
gquestions which may erise.

CONFERENCE PLANNING AND STEERING COMMITIEE

CGeneral Chairman - Cline W. Otey, Baltimore
Sub-Comaittee Chairman
Program and Publicity - Fhillip Rothar, Washington
Chesapeske & Potomac Telephone Company
Housing end Entertaioment - James D. Owens, Weshington
D. N. Owens and Cocmpeny, Inc.
Reglstration - Arthur 3. Patrick, Assoclate Professor
College of Business and Public Admlnistration
University of Marylend, College Park, Maxyland
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GERERAL YNFORMATION

FEES: The full registration fee 1s $25.00, which includes all technicsl
sessions, the banquel, and football ticket. Partial reglstrations
may be made for $4.00 per session (haif-day) and sdditional tickets
for banquet ($5.00) end football geme ($3.75) may be obtained
st time of application.

ACCOMMODATIONS: Al)l reservations should be made directly with the hotel
or motel of your choice--see enclosed information on hotels.
(WO HOUSING IS AVAILABIR ON THE UNIVERSITY CAMPUS)

OFFICE MACHINES AND EQUIPMENT EXHIBIT: All available space in the Student
Union will be used to exhibit office machines and equipment, and
every effort will be made to show the office machines and equip-
ment that will contribute to the effectiveness of the conference.

TICKETS : Fequests for additionsl banguet and football tickets mst be
submitted before Noveuwber 5. Husbands or wives of sattendees as
well es their friends ave invited to these eventa.

AFPLICATIONS: Applications will be sccepted in order of receipt and
should be wede at the earliest possible date. Send applications
fo Arxthur S. Patrick, College of Businees apd Public Administration,

University of Maryisnd, Gt College . Park, Marylend. Make checks
payable to the Office Yanagewent ' Treining Conference.

HEALS AND BANQUET: Meals may be obteined from the University Dining
Hall at a reasonsble charge. The banguet will be held at 6:30 P.i.
on Friday, November 12, at the University of Maryland. The
program will be varied and entertaining and of interest to those
in attendance at the Conference, their husbands or wives, end
rriendza.

THANSPORTATION: College Park aod the University of Maryland campus are

: located less than eight miles from the hesrt of the MNation's
Capital, Washington, D. C. Those sxriving in Washington by afr
or rall will find sxcellent trensportation facilities evailable
to College Park. College Park is served by the Capital Transit
Street Car and Bus system and by Creyhound and Trallweys bus lines.
The campus fronts on the Baltimore-Washington Boulevard, U. S.
Route No. 1.
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PROCGRAM

Thursday, A.M., Hovember 11
FIRST SESSION

Tayic--SWA‘l‘ COST WITH WORK SDMPLIFICATION PRINCIPLES, METHODS,

AND TRCHNIQUES AS APPLIED TO CFFICE OPERATIONS.
Bpeaker--Mr. James Greenwood
Massechusetts Mutusl Iife Insurance Coupany
Springfield, Massachusetts .
~ Thursday, P.M., November 11
SECOND SESSION

Topic--SWAT COBT BY SIMPLIFYING CFFICE SYSTEMS Aﬂb PROCEDURES .
Speaker~-Mr. Jomes Greenwood,

Pridey, A.M., Noverber 12
\/'mxm: SEBSION
Topic~-SWAT COST WITH RECORD KEEPING KNCW-HOMW.
Speaker--leta Stroben Barvey .
Record Controls, Incorporated
Rew York, New York
Fridey, P.M., lovember 12
POURTH SE33ION
Topic--S¥WAT COST WITH AN IRTEGRATED DATA PROCESSING PROGRAM.
Spea.k.ar--ﬂr. Janes Thomaon
U. 8. Steel Corporation
Pittsburgh, Pennsylvania
DARQUET--University of Maryland
Saturdoay, A.M., November 13
FIFTH SESSION
Topie~-000D OPFICE IEADERSHIP DELIVERS.
Speaker--Dr. Gordon L. Lippitt
Natlonsal Tralning Leboratory in Group Development
Satwdey, P.M., November 13

PCOTBALL GAME--Marylend University vs Clemson University
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REGISTRATION BIANK

ARBA THREE OFFICE MANAGEMENT TRAINING CONFERENCE
UNIVERSTITY OF MARYIAND

November 11, 12, 13, 1954 - College Park, Maryland

PIEASE FILL IN AT ONCE AND MAIL TO A.S., PATRICK, COLLEGE OF BPA, UNIVERSITY OF
MARYIAND, COLLEGE PARK, MARYLAND

Wives and Friends are cordially invited to the Banquet and the Pootbell game at the
rates indicated below. Be Sure to order tickets for these functions on the form.
‘ IT WILL BE TO0 LATE WHEN YOU ARRIVE IN COLLEGE PARK

Quantity Total
1. FULL CONFERENCE REGISTRATION
‘Includes all technical sessions, banguet and
. football ticket--does not include breakfasts. _ $25.00
« 2. BINGLE SESSION REGISTRATIOH
(Each balf-dsy represents a single seseion)
Encircle the number of the session(s) plamning to
attend 12 34 5. :
3. ANNUAL BANQUET ’
(Extra tickets) Friday, November 12, 6:30 P.M.--
University Dining Ball ' A $ 5.00
4. POOTBALL | - — —
(Bxtra tickets, Maryland vs Clemson) Saturdsy,
Rovember 13, 2 P.N,

$ 4.00

a————— ——————_—

$ 3.75

' : Check Enclosed $
(Please make checks payable to - Office Management Conference)

This information below will be used to: Prepare your Dadge and Official Registration
List. Please £1l) in carefully the Name, Address, Company, Chapter Affiliation, 1f
any, and size of office force of everyone in your party.

HAME Company £nd Address City & State Chapter No. in
Office
Force

POINTS TO REMEMEBER B All reservations, to mssure a place for you, should be mede

in advance

E All banquet and football tickets must be requested by
Noverber 8 :

B Full refunds only up to November B--later refunds will not
include bangquet or football tickets

B Make reservations for accomodations directly with hotel or
mote]l preferred. No housing will be available on the Campus .
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